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As required in Code of Federal Regulations (CFR) 38 Chapter 1 Part 14.629, all veteran service 

organizations and their representatives, agents and attorneys must be accredited with the United 

States Department of Veterans Affairs (USDVA) in order to assist claimants in the 

preparation, presentation, and prosecution of claims for VA benefits.  

 

The Tennessee Department of Veterans Affairs (TDVA) is a state organization accredited with 

the U.S. Department of Veterans Affairs. TDVA is required to file an application for 

accreditation with the U.S. Department of Veterans Affairs General Counsel for each person the 

department recommends for accreditation as a representative of their respective county, service 

organization or as a TDVA employee. 

 

Tennessee Code Annotated 58-3-111 (d) states “All veterans’ service officers shall successfully 

complete training and be issued accreditation by the Department of Veterans’ Affairs within one 

(1) year from the date of appointment. Any veterans’ service officer who does not complete the 

required training and receive accreditation within one (1) year of appointment shall be removed 

from office by the governing body or bodies of the political subdivisions creating the veterans’ 

service office by which the officer is employed.” 

 

In order for a County Service Officer (CSO) to assist veterans in filing claims for benefits, they 

must be recommended by a recognized organization, such as TDVA, for accreditation with the 

U.S. Department Affairs, and must meet the following criteria: 

 

(1) Be a paid employee of the county working as a CSO for no less than 1,000 hours 

annually 

(2) Successfully complete a course of training and an examination which has been 

approved by a Regional Counsel with jurisdiction for the state 

(3) Will receive either regular supervision and monitoring or annual training to assure 

continued qualification as a representative in the claims process 

(4) Is not employed in any civil, military department or agency of the United States 

(5) Is of good character and reputation and has demonstrated an ability to represent 

claimants before the USDVA 
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STEPS TO OBTAINING ACCREDITATION 

 
Certifying officials with service organizations must submit a completed VA Form 21 to the 

TDVA Director of Claims to recommend an individual within their organization for 

accreditation.  The certifying official’s signature should indicate and certify that all of the 

mandated accreditation criteria have been met.  Signed and completed forms will be forwarded 

by the TDVA Director of Claims to the Office of General Counsel for approval. 

 

TDVA can only recommend approval for certification for TDVA employees.  Accreditation with 

other service organizations must be recommended by the certifying official of that organization. 

County Service Officers seeking accreditation with organizations other than TDVA must submit 

an individual request to each service organization and meet the accreditation requirements 

established by that organization. 

 
II. THE PROCESS 

 

County service officers must initiate the process by sending a letter on official letterhead from 

their county executive or mayor to certify employment by the county and a minimum of 1,000 

hours per year or 20 hours per week as a CSO.  The formal letter should be mailed to the TDVA 

Claims Office, 110 Ninth Ave. South, Rm. C-166, Nashville, TN, 37043.  Once the letter is 

received, a CSO file will be established and the requesting CSO will be contacted to schedule a 

time for a certification test.  At the scheduled time, the certification test will be emailed or faxed 

to the requesting CSO with a two hour time limit for completion.  Completed online tests will 

automatically be submitted to TDVA.  However, CSO’s requesting a faxed test must fax the 

completed accreditation test to the Claims Office at (615) 741-6231.  After successful 

completion of the test the requesting CSO will receive a VA Form 21 for accreditation with 

TDVA and a letter to General Counsel signed by TDVA Director of Claims. The requesting CSO 

is required to complete and sign VA Form 21 and forward it along with the signed letter from the 

TDVA Claims Director, to the Office of General Counsel in the envelope provided. The CSO 

should retain a copy of the VA Form 21 and signed letter from the TDVA Claims Director for 

their records.  

 

Once approved, the Office of General Counsel in Washington, D.C. will document the 

requesting CSO’s accreditation and mail credentials directly to the CSO.  The CSO should mail a 

copy of the accreditation credentials to the TDVA Claims Office 110 Ninth Ave. South, Rm. C-

166, Nashville, TN, 37043 or faxed to (615) 741-6231.  Upon receipt, the Claims Office will 

provide the documentation to the Nashville VA Regional Office which will allow the newly 

accredited CSO to access information for claimants appointing that specific organization as their 

representative. 
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REQUIREMENTS FOR MAINTAINING ACCREDITATION 

 

38 CFR 14.629 (a) requires the organization’s certifying official, for each of it’s accredited 

representatives, to sign and file with the Office of General Counsel, not later than five years after 

initial accreditation through that organization or the most recent recertification by that 

organization, VA Form 21 to certify that the representative continues to meet the criteria for 

accreditation.  In recommending a person, the organization shall certify that the designee 

continues to meet the criteria stated above for initial accreditation. 

 

TDVA provides quarterly regional training which consists of three one-day training sessions for 

service officers.  TDVA also offers an extensive three-day Service Officer Training Session 

(SOTS) annually for all service officers statewide.  Annual testing of all accredited service 

officers will be conducted at the conclusion of the statewide annual training session. 

 

To ensure that all CSO’s are adequately trained to prepare, present and prosecute claims before 

the USDVA, attendance is required at all quarterly and annual training sessions unless excused 

by the TDVA regional Assistant Commissioner or TDVA Deputy Commissioner.  CSO’s unable 

to attend a training session must submit a justification to their respective TDVA field office with 

final approval from the Deputy/Assistant Commissioner with responsibility for that region. 

 

In addition to attending required training, all CSO’s are required to maintain an average passing 

score of 70 on the annual examination given during SOTS. The average will be based on the 

three most recent examinations. Newly appointed CSO’s will not be required to pass the 

examination until they have completed two years of CSO service.  Any CSO failing to maintain 

an average passing score will be provided remedial training by the TDVA Training Officer and 

will be re-tested within 180 days of the last failed examination.  Re-testing may be either in the 

form of a written or oral examination.  

 

Annual re-certification requires each CSO work a minimum of 1000 hours per year as a CSO.  

CSO’s will submit a letter on official letterhead from their county executive or mayor no later 

than June 30 of each year to verify their hours of employment. CSO’s will submit the required 

letters to the TDVA Claims office and send a copy to their respective TDVA field office. 

 

TDVA leadership will recommend the revocation of accreditation for County Service Officers 

who fail to attend the required training, maintain an average passing score on the annual 

examinations, or fails to meet the required 1000 hours per year of employment. 


